Appendix A: Reports






To access reports, select “Reports” from the main menu.
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1 - Custom Reports

Access to editing reports may be restricted. If you want a specific report to be created
for you and you do not know how to do this, please contact the Database Administrator.

The “Custom Reports” screen looks something like this:

Custom Reporis

i /E dit
Data Scope Filter by Report Type: ﬂ
[ [rate Span Clirical Bevigw
7 .
r Fromm: Through: ear
14142006 | 1043172006 | 2008 -
[ Show Mew Clientz Only [ Show Specifications W Sum Mumeric Figlds

Report Mame: | Report Type: | Cuztom/Crozstab: ~ |
Other Public Benefits Demographics Custom
Julie - Cageload Contact List Demographics Custom |
Referral outcomes by type Service Crozzstab
Billing Service Custarn |
Billing Info Service Custom
Julie - QA Feport Demographicz Cuizham
Julie - Last Contact Service Custom |
Julie - Last Care Plan Service Cuizkaom
Julie - Last Azzezsment Service Cuizkaom |
Julie - Client Goalz Achieved Service Custom "
<” e — - — S | Cloge |

Reports will only show clients who received a service during the date span. So, if
you enter a date span of one day and you saw two clients that day, only information on
those two clients will appear.

Once you have entered the date span you want, select the report you want and click
“‘Run Report.” Do not double click on the report name. If you do this, CAREWare
will think you are trying to edit the report.

The report will look something like this:



Julie -Last Contact

Data Scope: Frannie Peabody Center

Report Criteria
Srv Category: Face-to-face Caze Managemert
OR Srv Category: Other Caze Management (non face-to-face)
AND CM assignecdt Julie Carrall
AND Srv Date: betvween 102006 AND 10531 22006
Client ID: Srv Date:
00054 10 /2006
oo129 101 072006
oo1an 972952006
00325 9/27 2006
00425 10/ 202006
00435 9/29,2006
oosoF 10/352006

Reports in CAREWare are often formatted so that you cannot see all of the information,
particularly if you are running a report with many fields. Reports cannot be reformatted
in CAREWare, but they can be exported to Excel for reformatting.

Exporting to Excel

Click the icon in the menu bar to the left of the printing icon:
@* RW CAREWare Report Viewer
File
[ (Gl e [0 4D

A box like the one on the next page will appear:



Export Type | Rich Text Format [RTF) j

Rich Text Format [RTF)
- Fortable Document Format [PDF)
Fie | |§TML Format [HTM

Microzaoft Excel Farmat [<L5]
T agged Image Format [TIF)
Teut Farmat [TT]

Select “Microsoft Excel Format (XLS)”

Click on the box with the ellipsis in the next line:

Export Type | Microzoft Excel Farmat [4LS] :_|

File |

Min Col Width |_1 011

Min Flow Width 129
[ Auto Row Height

[ Use Cell Merging
[ Display Grid Lines
[ Generate Multiple Sheetz

| Remove Yertical Space

ak. Cancel




A box like the one below will appear:

Save As E

Savein | (& Deskiop x| = &k E

\_:_b My Documenks
; 1§ My Computer
MyRecent  Sdpy Hetwork Places
Documents j“&v‘ Music
G
— HForms. s
Desklop EEHCD
: 5 Program Evaluation
J s Program Info on Server
My Documents j I?Rmt:-GRﬁMS
- 28 Shortcuk to Server
) Tara's CAREWare
My Computer S Tara's Forms

My Network.  File name: |m j Save I
Places
Save as lype: |Eﬂcel Farnat Li Cancel |

Browse to the location where you want to save your export Excel report, and type the
name you want to give the report in the box labeled “File Name.” Then click “Save.”

You will return to the Export box. Click “OK.”

Expart Type I Microgzoft Excel Format (4L5] _v_l

File |E:"LD|:|c:uments and Settingz\Tara PEA |

Min Col Width 1011

Min Row Width 129
[T Auto Fow Height

[ Usze Cell Merging
[ Dizplay Grid Lines
[ Generate Multiple Sheets

[ Remove Yertical Space

Ok | Cancel




2 - Financial Report

This is an easy to generate report that includes the number of clients and units of
service for each service and/or subservice, the amount expended for each service
category over the date range selected (assuming unit cost service data is entered with
each service record entry) and receipt of payments, if any.

e The financial report can be restricted by funding source of interest, or include all
sources of funding.

e Check “Include Subservice Detail” to divide the figures by subservices within each
service category. Check “Include Provider Information” to list the contact information
for the agency at the top of the report.

A portion of a financial report, with the subservice option selected, is shown below. The
right-hand column, the amount not received, is calculated from the service screen and
any payments entered.

RW CAREWare 4.0 - Financial Report

Data Scope: Date Selection:

Dameie | “ear: From: Through:

Arkanzas Department of Health 2005 - -0OR- ﬂ | ﬂ
Funding Source | R Funded?
R Title | Tes
PEPF&R MHa
Funding Source Mo
Testing Ho
Test zource | Mo
1231 Mo v
< >

I Iv Include Subservice Detail v Include Frovider Information

FRun Repart | Cloze

A sample report (with the options as checked above) looks like this:



Financial Report

Saturday, January 01, 2005 through Saturday, December 31, 2005

Report Criteria

Provider{s): Arkansas Department of Health

Funding Sources: RW Title Il, RW Title Il

Group By Providers: True

Include subservice detail: True

Include provider detail: True

Arkansas Department of Health Phone:  (501)661-2466

Address: 4815 West Markham
Little rock, Arkansas 72205

Ambulatory/Qutpatient Medical Care Clients:  Units: Total: Amount Received: Not Received:
Chest Xray 4 4 $225.00 $0.00 $225.00
Ambulatory/Outpatient Medical Care Totals 4 4 $225.00 50.00 $225.00
Mental Health Services Clients:  Units: Total: Amount Received: Not Received:
Competency evaluation 3 3 $270.00 50.00 $270.00
Emotional Support 1 1 $800.00 50.00 $800.00

Mental Health Services Totals 4 4 $1.070.00 $0.00 $1.070.00




3 - No Service in X Days

The “No Service in X Days” report allows you to run a report to see which clients have
not had a certain type of service in a certain period of time. For instance, you can run a
report to see which clients have not had a “care plan” service in the last 90 days (and
therefore need a new one).

To do this, select “No Service in X Days” from the “Reports” menu.

The screen will look like this:

Tz repart iists cieat: wha aave rof ieceivee & ssrvice in the specified categony o a paficuiar sLbservice wikin the suspied sumber of dags. if
vou do nol selec! & subdervics o fervice cabegory. the report wil 2@ run on all cevizes,

e
Lrata Jcope;

r
i

Service Catagory Subsevize Typa

—
i

1500 Fasertc-Faos Cese ivgmt
1102 Community Lirkage
1307 Intake Azzesenent

1700 Nere=aceto-Face Caze Maragemsn
1607 Cellaceral Conlact

| | .
[ FunFepot | Cose |

You can select a service category or sub-service type. Then set the number of days and
click “Run Report.”

Reports - No Service in X Days

Thiz report lists clients who have not received a service in the specified category or a particular subservice within the supplied number of daps. IF
ywou do not select a subservice or service category, the report will be un an all services.

[iata Scope:

-
" Service Categary {* Subservice Type

1000 Care Plan |

MHumber of Days:

T

Cloze
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4 - Clinical Encounter Reports and Pre-Prints

Clients with no screenings in X days

This report produces a list of clients who have not had a particular screening test in a
specified number of days. Only screenings that have been marked as “Active” in
Screenings Setup will appear on the pulldown list below. To run reports on
inactivated screenings, they must be reactivated temporarily.

Clinical Encounter Report Setup

Data Scope: Encounter Fepoarts: Fiepart S pecifications
Include shared dats fram " Clignts with no encounter in ' days Eggéziﬁg?e:?;etﬁgtl:sm Z'gigﬁecl
other providers? ARV Ingredient Count
(% Clients with no soreenings in % days
" Clients with no Hepatitis Vaccinations
" Clients with no Syphilis test in = days Screening Test:
(" Clients with no Pneumavas in % manths |F'ap smear j
" Clients with last zelected Lab Results Mumber of Days:
" Clignts ever diagnosed with Hepatitis 364
" Empty Encounter Repaort

Run Report | Cloze |

You will get the clients’ names, CAREWare-assigned Unique Record Numbers (URN),
the date they last had that screening (if any) and the provider where the screening was
given.

Clients who have nothad a PPD within last 180 days.
Data Scope: Arkansas Depariment of Health
Report Criteria
Provider: Arkansas Department of Health
The client: has not had a PPD screening atthe provider in the last 180 days.
Or the client: has not had a PPD screening at the provider,
Client enrollment status: is active or unknown
Name: URN: Last Screening Result Last Screening Date: DomainMame:
AA ABADDZ23041U Arkansas
Department of
Health
Bean, Bertha EREBADE19502U Arkansas
Department of
Health
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Clients with no hepatitis vaccinations

Generates a report of clients who have not been vaccinated for hepatitis A or hepatitis
B, depending on the option you select below:

Clinical Encounter Report Setup

Data Scope: Encounter Reparts: Fieport Specifications
™ Clients with na encounter in ¥ days Clients withaut the specified Hepatitiz
7 Y accination,
7 ARV Inaredient Court
I Clients with no screenings in # days
Clientz with no Hepatitis % accinations
' ; . . (* Hepatitiz &
Clients with no Syphilis test in ¥ days EPES
™ Hepatitis B

Clients with last selected Lab Results

i

~

" Clients with no Preumavas in X months
~

" Clients ever diagnosed with Hepatitis
~

Empty Encounter Report

Run Report | Close |

Hepatitis A and B reports are run separately because the hepatitis A vaccine requires
two visits, whereas the hepatitis B vaccine requires three. The hepatitis A report will
give you a list of clients who have had only the first dose of the Hep A vaccine, or no
vaccine at all.

The hepatitis B report will give you a list of clients who have had only the first dose, first

and second, or no vaccine at all.
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Susceptible clients withoutthe fullHep A immunization series.
Data Scope: Arkansas Depariment of Health

Report Criteria
Include shared data: yes
The client: has nottested positive for Hepatiis A
The client: has not received the Hepatitis A immunization.
Client enrollment status: is active or unknown

Arkansas Department of Health - FirstDose Only:

Client Name: URN:

Asdf, Query QEADC4D18410
Jughead, Archie ACJGO228841U
Squarepants, Spongebob SOSUC128341U
Suggins, Sally SLSGOS12222U
Wallbanger, Harvey HRWLO2234310

Arkansas Department of Health - Clients with no Hep A Vaccination:

Client Name: URN:
A A AGASD223041U
a a AGASD3D1031U

Clients with no syphilis test in X days

This report will give you the names, URNSs, date of the last screening (if any) and the
provider who administered the test.

Clients with no pneumovax in X months

Produces a list of client names, URNs and last pneumovax date (if any). Specifies
months rather than days because pneumovax is generally good for five years before it
needs to be re-administered.
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Clients with last selected lab results

This report allows you to run a report on clients fitting certain criteria. Only labs that
have been marked as “Active” in Labs Setup will appear on the pulldown list
below. To run reports on inactivated labs, they must be reactivated temporarily. In the
case below, the lab is CD4 count with a value of <= 200, or CDC-defined AIDS.

Clinical Encounter, Report Setup

Data Scope: Encaounter Reports: Feport Specifications

Clientz whoze last selected lab value
was less than or greater than the

ARV Ingredient Count entered result.

Clients with no encounter in » days
- Include shared data from Y

other providers?
Clients with no screenings in = dayps

Clients with no Hepatitiz ¥accinations

Clients with no Syphiliz test in < days Lab: Operatar:

|I:D-’:1 Count ﬂ |<= j

Clientz with no Preumowvas in X months

| Y Y T

Clients with lazt zelected Lab Results
4 alue:

Clients ever diagnozed with Hepatitiz 200

Empty Encaunter Feport

B

Fiun Report | Cloze

The names, URNSs, last lab result, date and provider are returned:

Clients with CD4 Count <= 200 at last test.
Data Scope: Arkansas Department of Health
Report Criteria
Theclient's: last CD4 Countresultwas <=200.
Client enrollment status: is active or unknown
Name: URN: Last Lab Result Last Lab Date: Domain Name:
Ball, Foot FOBL1022011U a0 2/4/2005 Arkansas Depart
Health
Doe, John JHOEQO12455810 100 432005 Arkansas Depart
Health
Everage, Edna ENEEQ2235010U 200 2182006 Arkansas Depart
Health
Puck, Hockey HCPCO228582U 189 1312006 Arkansas Depart
Health
Rodeo, Angola AGRDOZ2254420 20 1212005 Arkansas Depart
Health
Number of Records: 5
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Clients ever diagnosed with hepatitis

This report will give you a list of clients ever diagnosed with hepatitis B or C. For Hep B,
CAREWare will look in the Screening Labs module to see if the client was EVER HBsAb
or HBsAg positive.

Empty encounter report

This lists clients for whom clinical encounters were created, but which were not
populated with any clinical data. You can specify a date range or leave it blank to see all
clients with empty encounters. This is a “quality check” feature that allows you to delete
mistakenly entered encounters, or populate encounters with the relevant data.
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Clinical Encounter Preprints

Clinical encounter preprints are “flow sheets” many clinics use as a snapshot of a
client’s most recent clinical data. You can use them as “preprints” to be marked up
during an appointment, and/or as a flow sheet to be inserted in the chart after the
information from the encounter is entered into CAREWare.

Click Setup to determine which sets of clinical data you want to appear on the preprint.

Clinical Encounter Report Setup

Page 1: Page 2 Page &

Pozition 1: Pozition 1: Pozition 1:

|La|:|s ﬂ |Medicatinns ﬂ | J
Pozition 2; Pogition 2 Pogition 2

|Screening Labs ﬂ |Diagnnses ﬂ | J
Pozition 3: Pozition 3: Pozition 3:

|Screenings ﬂ ﬂ | J
FPage 4:

Poszition 1 [ Limit to three encounter subreports per page.

Pozitionz:

| J Clear All | Save Settings | Cancel

Values for positions correspond to the subtabs in the clinical encounter tab of
client records. Each value you select for a position removes that value from the
available list for the next position. The Clear All button resets all positions to
empty.

The “Limit to three encounter subreports per page” will print no more than
three sections positions per page, regardless of length. If selected, and a
specific subreport is long (say medications or lab tests), that section will be
truncated in the report. If you want to list ALL items in the subreport, do not check
the thee-per-page box. One way to limit the number of items in a specific
section is to inactivate a lab or screening test. Inactivating will remove that item
from the list so it won’t take up unnecessary space on the encounter report.

Click Save Settings. To make sure you are satisfied with the layout, run the
report and view it first before printing.
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Select a date for the preprint; this is usually the day of the appointment. (Today’s
date is the default.) Clients can be selected singly, or multiply using Ctrl-click or

Shift-click.

Click Print. You'll be prompted for the number of preprints (if you are running
preprints for each client with an appointment that day, this lets you verify that
you’ve selected as many clients as you have appointments).

When producing encounter preprints, you cannot preview the report, so make sure

the output looks the way you want, by testing with one client, before printing out a
large number of encounter reports for multiple clients. You can preview the report
only when it is being generated from within the specific client’s encounter screen.

Encounter Report

Client: |Querty Asdf

Visit Date: [4/16/2005

Birth Date: /11984
Last Visit Date: B/15/2005

Labs

Test: Date of Last Test:
Albumin (gidl)

ALT (UL

AST (UL

C04 Count (cellsmmr)
CD4 Percent

Creatinine (mg/dL}
Glucose (mgidl)

HOL (mg/dL)
Hemoglobin (g/dL}
HgAlc mgidl®

LOL (mg/dL)

Platelets (cells/mm?)
Total Cholestenol (mgil)
Triglycerides (magidL)
Viral Load (CopiesimL)
WEBC (x 107/mm™)

4/14/2005

202272008

Prior Result:

400

== 45

Current Result:

Pravider:

Screening Labs

Test: Date of Last Test: Prior Result:

Chlamydia
Cytomegalovinus
[ CMV)

Current Result

Titer:

Treatment: Provider:
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5 - Mailing Labels

The “Mailing Labels” report will allow you to run labels for clients with the “include on
label report” box checked.

To run labels, select “Mailing Labels” from the “Reports” menu. The screen will look like

this:
Mailing Label Report Setup

Select a filker type for generating mailing labelz. These labels are formatted to fit Avery 5160 label sheets.
Mate that a client iz included on this report anly if the Include on Label Report' box on the Client screen iz
checked for that client.

Specific Pravider: Frannie Peabody Center
{* Al Clients

" &l clients whose enmollment stabus iz Bohive’

" &l clients whose enrollment status iz not ‘Inactive/Caze Cloged' and wvital status iz not 'Deceased’

Al clients who have services between: | ﬂ and | ﬂ

Sort By
v Only include chents with street addresses & Last Name, First Name ~ Zip Code

or PO bow number
Fiun Report | Cloze |

Select from the available filters. You cannot filter this list to get your caseload, all
clients in one county, or all clients by a certain demographic. To do that, you will
have to export a custom report to Excel and do a mail merge.

Click “Run Report” and you will get a report formatted for Avery 5160 address labels.
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